Text book Assi gnnent: “Reports Control and Records Disposal,’

ASSI GNVENT 3

1

“Per sonnel Support,” and
“Manpower,” chapters 6, 7, and 8, pages 6-1 through 8-7.

3-1.

3-2.

3-3.

I N ANSVERI NG QUESTI ONS 3-4 THROUGH 3-7,

Learni ng Qbjective: Explain the SELECT FROM COLUWN 8 THE TERM THAT BEST
procedures used to develop a FITS THE DESCRI PTION IN COLUW A.
reports control system
A. DESCRI PTI ONS B. TERMS
The responsibility for reports 3-4. A report that 1. As-required
control rmanagenment afloat bel ongs conveys essentially report
to what individual ? the same type of
i nformation at 2. Reports
1. Administrative officer various intervals anal ysi s
2. Ship's secretary
3. Captain’s office supervisor 3-5. A report that a 3. Recurring
4. Executive officer particular office report
or organization
The responsibilities of the reports requests from 4. Information
control point include which of the anot her office requi r enent
follow ng tasks? or organization report
1. Assigning identification 3-6. A report from which an
synbols to reports office or organization
2. Approving proposed new reports draws part or all of the
or revisions to reports data required for another
3. Performing followup revi ews of report
i ndi vi dual reports on a
schedul ed basis 3-7. A report that a
4. Al of the above particular office
or organi zation
provi des for making or
Reports that are prepared and assisting in analysis
required upon each occurrence, st udi es

recurrence, or nonoccurrence of an
event of certain prescribed
characteristics are known as what

type of reports? 3-8. A plan and/or report form used by a
governnent agency for the
1. Infornation collection of information from the
2. Situation general public would be classified
3. Periodic as what type of report?
4. Cccurrence
1. Situation
2. Information
3. Analysis
4. Public
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3-9.

3-10.

3-11.

3-12.

A third requirenent from the Chief

of Naval Operations for a Navy
report concerning intelligence

col lection would bear which of the
followi ng report control synbols?
1. OPNAV 3820-111

2. OPNAV 3820-third

3. OPNAV 3820-(3)

4.  OPNAV 3820-3

In the report case file, what

i nformati on should be included in

each report folder?

1. A copy of the report form

2. A copy of the docunent
requiring the report

3. Related papers, such as source
anal yses, surveys and menos,
pertaining to the report

4. Al of the above

The published list of recurring
reports should include which of the
followi ng infornation?

1. Reference to the directive or
docunent requiring the report

2. Nunber of copies of each report
to be prepared

3. Details concerning preparation
of the report

4. Man-hours required to conplete
each report

One copy of the list of recurring
reports should be maintained as a
master by which of the follow ng
i ndi vi dual s?

1. Administrative officer

2. Executive officer

3. Petty officer assigned to
nonitor reports subnissions

4. Reports control manager
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3-13.

3- 14,

3-15.

3-16.

The list of canceled reports shoul d
be distributed in which of the
foll owi ng ways?

1. Distributed to appropriate
of fices

2.  Appended to each revised |ist
of effective reports or
quarterly supplenments

3. Published in the plan of the
day

4. Distributed on a weekly basis

To nake sure all reports are
subnmitted on schedule, which of the
follow ng actions should be
included in the reports control
procedur e?

1. Provide a reports tickler card
to offices preparing reports

2. Add a list of all reports that
will come due the follow ng
week to the command’ s weekly
l'ist of overdue
reports/correspondence

3. Both 1 and 2 above

4. Put a notice in the plan of the
day

Learning Objecti ve: I ndi cate
practices and procedures applicable
to records disposal

What
standards for
records?

instruction contains retention
official U'S Navy

SECDEFI NST 5211.10C
SECNAVI NST 5212.5C
BUPERSI NST 5212. 6C
OPNAVI NST 5215.5C

B wp e

Your commandi ng of ficer w shes to
recomrend a change to the retention
standards for official Navy

records. To what individual should
the recomendati on be addressed?

Nati onal Archives
Director of the federal records
center serving your activity

3. Secretary of the Navy

4.  Chief of Naval Operations

1. Director,



3-17.

3-18.

3-19.

3-20

3-21.

Wthin a command
for the coordination of records

di sposal efforts normally is
assigned to which of the follow ng
i ndi vi dual s?
1 A legal officer

2. The conmunications officer
3. A record disposal team

4 An officer as a collateral duty

What method is used to dispose of

records?

1. Destruction

2. Donat i on

3. Transfer

4. Each of the above 3-23

For which of the follow ng reasons
woul d a commandi ng officer of an
activity located outside the
continental United States notify
COVWNAVDAC t hat
destroyed?

1. The space that the records
occupi ed was needed for nore
inmportant military purposes

2. Hostile action was inmnent and
the records were destroyed as
an energency neasure

3. Both 1 and 2 above

4,  The records were obsolete

Wien at sea, by which of the
foll owi ng nethods should you
di spose of unclassified records?

3-25

Shreddi ng and dunpi ng overboard
Dunpi ng overboard intact
Bur ni ng

Al of the above

e

Wiich of the following forns is/are
used as a transmittal docunent for
records shipped to a federal

records center?

St andard Form 135
NAVEXOS Form 4065

3. Both 1 and 2, depending on
docunent cl assification
4, DD Form 155

N -
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responsibility 3-22

Navy records were 3-24

Wiat is neant by terminating files?

1. Renobving obsolete naterials
from files and destroying the
mat eri al

2. Renoving seldom used materials
from existing files and
destroying the materials

3. Cosing a file, renoving the
folder fromthe active file
drawer, and starting a new
folder with the same
desi gnati on

4, Subdividing an old file into
specific subjects and setting
up a new file system

All records must be disposed of on
the day authorized for destruction.

1. True
2. False
Wiich of the followi ng statenents
is correct regarding shipnments of
records?

1. Shipnment of less than 1 cubic
foot may be sent in envel opes

2. Shipments of less than 1 cubic
foot should not be forwarded

3. Legal -size docunents are packed
facing the left side of the
standard carton

4, Records are grouped
chronologically by date
ori gi nat ed

Who may authorize naval commands to
obtain information from records
that have been transferred to
federal records centers?

1. The record group manager

2. The appropriate area conmander

3. The commanding officer of the
transferring activity

4, The type conmander for the
transferring activity



3-26.

3-27.

3-28.

3-29.

3-30.

Learni ng Objecti ve: Expl ai n
procedures used to establish and
nonitor customer service

The service you provide affects
only the people you serve.

1. True
2. Fal se

Attitude can be described as the
tendency to nove away from or
toward a situation.

1. True
2. Fal se

Which of the follow ng statenents
about attitudes is correct?

1. Attitudes can be neasured but
not graded

2. The effect of our attitudes can
be measured but not graded

3. The results of our attitudes
can be neasured or graded

4. Each of the above

When you encounter an unpleasant
customer, which of the follow ng
reactions is the best approach?

1. Tell the custoner to conme back
after he or she has cal med down

2. Treat the custoner in a calm
and confident manner

3. Repay the custoner’s rudeness
wi th rudeness

4. Take the custoner aside and try
to calmhimor her

For a person to do the best job, he
or she nust have pride in which of
the follow ng aspects?

1. Self

2. Ability

3. Job

4. Al of the above

3-31.

3-32.

3-33.

3-34.

3-35.

If a menber performs only when told
to do so, he or she is reflecting a
| ack of which of the follow ng
traits?

Intelligence
Skil'l
Pride
Cooperati on

O R SR

Common courtesy is the voluntary
expression of respect for another’s
rights or feelings.

1. True
2. Fal se

When you respond to a custoner’s
needs, an elenment of cooperation is
required on your part as the
contact point representative

1. True
2. Fal se

Monitoring is necessary in a
custoner service office to
establish which of the follow ng
obj ectives?

Ef f ecti veness
Uniformty

Both 1 and 2 above
C eanl i ness

A o -

As a supervisor, you should refrain
from which of the follow ng
actions?

1. Delegating responsibility for
specific duties as soon as
personnel denonstrate their
ability to handle them

2. Delegating responsibility for
specific duties as soon as
duties are assigned to
per sonne

3. Interfering with your personnel
when they are attenpting to
tackle a problem

4. Being tactful in handling
situations where advice is
needed



3-36.

3-37.

3-38.

Yeoman in a custoner
you nust nonitor

As the senior
service office,

personnel in which of the follow ng
areas?

1. Inspections

2. Practices

3. Skills

4, Both 2 and 3 above

When an officer reports on board,
whi ch of the follow ng steps nust
be conpleted as soon as possible to
nmeke sure the officer’s financial
matters are taken care of promptly?

1. Have the officer sign a page 13
and subnmit the proper copies to
the disbursing officer

2. Make sure the Detaching and
Reporting Endorsement to Orders
contains an authenticating
officer’s signature and submit
the proper copies to the
di sbursing officer

3. Have a verifying official
initial the Detaching and
Reporting Endorsenent to Orders
and provide the necessary
copies to the disbursing
of ficer

4, Make sure the officer reporting
signs the Detaching and
Reporting Endorsement to Orders
and subnit the necessary copies
to the disbursing officer

Which of the follow ng nethods
shoul d NOT be used to speed up
service and reduce the tinme that
custoners have to wait?

1. Have custoners nake
appoi nt ment s

2. Have custoners fill out purpose
of visit chits

3. Limt the anpunt of service

4. Establish special counter hours
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3-39.

3-40.

Whi ch of the follow ng methods
shoul d be used to make sure others
are able to locate itens in a
private retain filing systen?

1. Attach a note to forms that are
being held for future action

2. Make notes in a tickler file

3. Make notes on a calendar as a
rem nder when certain types of
actions should be taken

4, Al of the above
When screening documents for pay,
al | owances, and bonuses, to which

of the follow ng publications
should you refer in order to

deternmne entitlenment?

1. DODPM and SDSPROMAN

2. JFTR and NTIs

3. Both 1 and 2 above

4. SDSPROMAN and M LPERSMAN

Learni ng Qbjective: I dentify
procedures used to issue, verify,
and inventory Armed Forces

I dentification Cards.

I N ANSVERI NG QUESTI ONS 3-41 THROUGH 3- 44,
SELECT FROM COLUWN B THE ARMED FORCES

| DENTI FI CATION CARD THAT IS PRINTED IN THE
COLOR OF SECURI TY-TYPE INK LISTED IN

COLUWN A.

A COORS B. ID CARDS
3-41. G een 1. DD 2N (RES)
3-42. Red 2. DD 1173
3-43. Bl ue 3. DD 2N (ACT)
3-44. Black 4. DD 2 (RET)
3-45. Which of the following activities

is NOT an authorized issuing

activity for ID cards?

1. Personnel Support Activity

Det achnent
2. USS Anerica
3.  USS New Jersey
4, VT-10

Corry Station



3-46.

3-47.

3-48.

3-49.

i ssued to
what type of

I D cards are not
dependents wit hout
verification?

1.  Legal docunentation
establishing relationship to
the mlitary sponsor

2. Defense Enrollnment Eligibility
Report System
3. Either 1 or 2 above, as

determ ned by the issuer

4. Letter of endorsement from the
mlitary sponsor’s comandi ng
of ficer

According to the cross-servicing
agreenent, a U.S. Ar Force ID card
issuing activity may verify the DD
1172 of eligible individuals for

i ssuance of an 10 card with the
exception of which of the follow ng
i ndi vi dual s?

1. Unremarried former spouses

2. Eligible dependents of active
duty personnel

3. Both 1 and 2 above

4. Wdows of active duty personnel

All 1D cards nmust be controlled
Which of the follow ng procedures
is incorrect?
1. Maintain a record of all ID
cards issued to all activities
2. Store all ID cards in a desk
drawer with a witten access
| og
3. Ship all 1D cards by registered
mai
4. Record and account for the
i ssuance and receipt of all ID

cards by serial number

Which of the follow ng individuals
is responsible for confirmng the
conmand’ s authorization to issue ID
cards?

Commandi ng of ficer
Supply officer

Admi ni strative officer
Security manager

~ oo
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3-50.

3-51.

3-52.

3-53.

3-54.

Which of the following officials is
responsi ble for nmintaining records
and accountability of ID cards
requisitioned by I1Cl card issuing
activities?

1. Chief of Naval Personnel
2.  Commander, Naval Data
Aut omati on Center
3. Commander, Naval Supply Systens

Comand

4. Commander, Naval Security G oup
How | ong are requisitions and
shi ppi ng docunents pertaining to ID

cards maintai ned?

5 years
2 years
3 years
4 years

ID cards may be photocopied to
facilitate which of the follow ng
adm nistrative requirenents?
1. Admission to nedical facilities
. Check cashing
3. Administration of military-
rel ated benefits to eligible
beneficiaries

4. Al of the above

Wien an active duty nenber does not
surrender his or her ID card to
proper mlitary authority, an entry
must be nade on what page in the
nmenber’s service record?

1. Page 2

2. Page 7

3. Page 9

4. Page 13

For what naxi mum period of tine is

a new ID card issued to nenbers
that are being separated?

1. 30 days
2. 60 days
3. 90 days
4, 180 days



3-55.

3-56.

3-57.

3-58.

Wiich of the followi ng publications
provides detailed information for
the proper conpletion and

submi ssion of an application

package for an officer progrant

1. Naval Mlitary Personnel Mnual
2. Navy Oficer Recruiting Mnual
3. O ficer Transfer WManual

4, Navy Retention Team Manual
Wien an applicant for an officer

program indicates disenroll nent
from an officer—type training
program a NAVCRU T 1110/98 shoul d
be initiated.

1. True
2. False
Wiat is the objective of the

interview for officer

training?

prograns or

1. To provide the applicant an
opportunity to answer questions
and to deternmine if the

appl i cant possesses the
personal characteristics
desired in a naval officer

2. To informthe applicant of the
details of the program and
training

3. To provide an opportunity for
the interviewer to make
judgnments about the applicant
based upon the applicant’s
answers to questions

4. Each of the above

Witten interview results should be
recorded on the interviewer’'s

apprai sal sheet during the

i ntervi ew.

1. True

2. Fal se
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3-59.

3-60.

3-61.

Learni ng objective: Descri be the
devel opnent and inplenentation of
t he manpower planning system

Wiich of the following officials or
authorities is responsible for
pronul gating guidelines as to the
number and type of personnel
assigned to each activity?

1. Secretary of the Navy

2. Chief of Naval Operations

3. Bureau of Naval Personnel

4,  Under Secretary of the Defense

(Manpower)

The Navy WManpower Data accounting
System (NVMDAS) is the source for

activity information, manpower
aut hori zati ons, personnel
authorizations, billet

aut hori zations, and requirenents.
These authorizations and

requi renents are recorded in how
many naj or subsystens?

1. Five

2. Two

3. Three

4. Four

Manpower requirements in NVDAS

files are based upon which of the
followi ng docunents?

1. Prelimnary Shore Manpower
Docunents ( PSHVDs)

2. Prelimnary Ship Manpower
Docunent s ( PSMDs)

3. Sea Operational
( SEACPDET)

4, Al of the above

Det achment



3-62.

3-63.

3-64.

3-65.

aut hori zation is
the follow ng

The term nmanpower
used in which of
ways?

1. To specify categories of
personnel used to perform
functions or missions

2. To describe a specific mlitary
position and means by which it
is resourced

3. To function as a generic term
in place of precise statenments
about authorizations

4. Al of the above

Whi ch of the follow ng best
descri bes the Navy Manpower
Mobi li zati on System (NWMMOS) ?

1. A process that identifies the
wartime nmanpower requirenents
for a shore/support activity

2. A process that identifies a
specific mlitary manpower
space

3. A system that delineates Nava
Reserve billets for active duty
for training personnel

4, A system that identifies
individuals required in a
mlitary capacity to acconplish
the mi ssion

Wien nmay a nanpower nobilization
requi renent be designated Sel ected
Reserve?

1. Wen the position is nilitary
essentia

2.  When manpower is
within M:10 days

3. Wien prenpbilization
is required

4. Al of the above

required

traini ng

The manpower clai mants have the
responsibility for overal
management of assigned manpower

resour ces. After subnmitting a
change request to the nanpower
claimant, to what individual does
the manpower claimant forward the
request ?

1. Chief of Naval Personnel

2. Chief of Naval Operations

3. Area commander

4.  Commander in chief
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3- 66.

3-67.

3-68.

I ndi vi dual commandi ng officers have
the responsibility of periodically
reviewi ng and evaluating the
comand’ s manpower needs. \Wen
change requests to the Manpower

Aut hori zations are subnitted, which
of the followi ng actions should be
t aken?

1. Make sure change requests are
submitted sufficiently in
advance of requested effective
date

2. Make sure each requested action
is conplete and accurate

3. Make sure conplete
justification is provided for
each request for revision

4. Al of the above

Advi sors are assigned to assist CNO

and BUPERS with regard to officer

manpower and personnel officer

designator. Who may be an advisor

for officers?

1. A Deputy Chief of Nava
Qper ati ons

2. The head of a mmjor
office

3. Both 1 and 2 above

4. Anyone in the administrative
chain of conmmand above a
comandi ng officer

staff

Wth regard to enlisted manpower

and personnel, enlisted rating

advisors are designated to assist

CNO and BUPERS. Who nmay be an

enlisted rating advisor?

1. A Deputy Chief of Nava
Qper ati ons

2. The head of a nmjor
office

3. Both 1 and 2 above

4,  Anyone in the administrative
chain of command above a
comandi ng of ficer

staff



3-69.

3-70.

3-71.

Wiich of the followi ng publications
lists the assigned officer

desi gnator advi sors and
subspecialty sponsors and

consul tants?

1. Manual of Navy Enlisted
Manpower and Personnel
Cl assifications and
Qccupational Standards,
| and I

2. Oficer Transfer Mnual

3. Manual of Navy Oficer
and Personnel Cassifications,
volunes | and ||

4, Manual of Navy Tot al
Manpower Policies and
Procedur es

vol unes

Manpower

Force

Wiich of the followi ng publications
contains the block descriptions for
the OPNAV Form 1000/ 27

1. Manual of Navy Enlisted
Manpower and Personnel
Classification and GCccupational
St andards, volunes | and |1

2. Oficer Transfer Manual

3. Manual of Navy O ficer Manpower

and Personnel Cassification,
volunmes | and ||

4.  Manual of Navy Tot al
Manpower Policies and
Procedur es

Force

The billet requirements within each
Navy activity should be revised
annual | y. If during this review it
is determned that a change is
requi red, which of the follow ng
actions should be taken?

1. Subnmit a short format change
request

2. Submit a Manpower Authorization
Change Request, OPNAV Form
1000/ 4A

3. Prepare an official letter
request

4. Submit a nessage to CNO

requesting the change
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3-72.

3-73.

3-74.

3-75.

Conpensation should nornally be
requi red when submitting changes to
t he Manpower Authorization for

which of the follow ng actions?

1. Increase in the nunber of
billets

2. Increase in the billet paygrade

3. Billet designator or rating
change

4. Al of the above

Wiich of the following NECs has
been authorized for use in
identifying billets requiring wonen
petty officers?

EW-9999
FE- 9999
PO- 9999
WP- 9999

B W N -

If you are preparing a nmanpower

change request, when should you

show all activity billets on the

OPNAV Form 1000/ 4A?

1. Any time the short format
change is not used

2. Any tinme changes constitute a
conpl ete nanpower
reorgani zation

3. Any tinme billet changes affect
at least two departnents

4. Al of the above

Wien should the Manpower Change
Summary Sheet, OPNAV Form 1000/ 2,
be used as the summary of changes?

1. If 10 or nore billets are

i nvol ved
2. If only 8 billets are involved
3. If only 5 billets are involved

4.  The Manpower Change Sunmary
Sheet is always used
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